May 2021 – suggested communications plan template for staff networks to use if they wish
[bookmark: _GoBack]Communications Plan for…	Comment by Philippa Murrey: Name of campaign or event. For example, annual conference, awareness month/day, or information evening.
Background
The…	Comment by Philippa Murrey: This is a space for you to give a background overview for anyone reading the plan - it's not the external messaging.
Key dates:	Comment by Philippa Murrey: Just the big hitting dates, like campaign launches, deadlines or actual events.
· 17 August – XXX campaign launches
· 30 August – XXX event
Audiences being reached	Comment by Philippa Murrey: This helps to think about who you are tryng to reach and the different messages or tactics you need to use for each auduence. For example, managers, staff under 21, staff working on the frontline (without computer access!), etc. 
· Managers and Heads of Service
· Staff with an interest in...

Objectives	Comment by Philippa Murrey: Use this to define what you are trying to achieve and why.
· Encourage...

Key messages	Comment by Philippa Murrey: Use this to define and agree what you want to say to yur audiences. Then this acts as a key reference when creating any comms - e.g. bulletin updates, poster text, letters, etc.
· All staff are invited to...

Tactics	Comment by Philippa Murrey: This is where you outline what you plan to do and why. 
· Posters will be used in frontline offices, such as Birchmere and Oxleas, to ensure staff without email access know about...
· Letters to members will be used to encourage...
Communication methods
	· Letter or email to members
· Letter or email to senior leaders
· Staff bulletin



	· Intranet
· Poster	Comment by Philippa Murrey: You will need to use your budget to arrange the design, print and distribution of any publicity materials. If you want to affix posters in council buildings, please email internalcommunications@royalgreenwich.gov.uk to arrange this.
· Leaflet



 Timetable	Comment by Philippa Murrey: The more time you leave for planning the better - 'asap' is not an acceptable date - especially if you have to work with others to get your message out. For example, designers or internal communications.
	Date
	Activity
	Audience
	Message
	Non-network enabler
	Activity owner

	
	Letter to members
	Members
	
	N/A
	

	
	Intranet
	All staff
	
	Internal comms
	

	
	Staff bulletin
	All staff
	
	Internal comms
	

	
	Poster
	Staff in Birchmere
	
	[name of design and print contact, if using]
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